Care Coordination Tool Training| Practice Administrator Role @Altruista Health

Practice Administrator User Role

This week of Care Coordination Tool training will focus on several aspects of the tool

including the Practice Administrator User Role.

After this self-guided training, you should be able to perform the following functions:
1.1 View Population Health Provider Dashboard
1.2 View and Edit Member Summary Data
1.3 Manage Care Staff
e Update or Inactivate Care Staff Users
1.4 Reset Your Password
1.5 Assign a Member’s Care Team
1.6 Exercise: Assign a member to yourself (only applicable for Practice

Administrator and Care Team Manager user roles)
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1.1 View Population Health Provider Dashboard

1. When a Practice Administrator logs in to the Care Coordination Tool, the

Population Health view appears as shown below.

e - v
OAllruistaHeallh Salect v| EnterTex (o YRR @ Pooution Healtn »? Wekome SPIG @0y (¢

Alerts Admin Manage

/ﬁ‘ Member Accessed v Q m

L O Primary Care Members v | Y C + O | mycalendar Show full day cC+ &
Last Name FirstName AltruistalD  DOB Risk Next Assigned  Program Today 4 » Thursday August 03, 2017 =Vl Week  Month
4 Contact Date Name:
Thu 8/03
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A
9:00 AM
~ Vv
H o4 J»r M 25 7 jlems per page Noitemstodisplay &
My Alerts » Merts ' Risks ~Diseases Indicators (O 4 | Request Received » Received Rejected O 4 []
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Note: The Population Health Dashboard view for Practice Administrators (as well as Care
Coordinators and Care Team Managers) is different than a provider’s view; this dashboard

view includes information about My Members, My Calendar, My Alerts, and Requests

Received.

2. In order to switch to the same Population Health view as a provider, click on the

Population Health/Care Coordination toggle button on the top center of the screen.

—
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1.2View and Edit Member Summary Data

1. The Practice Administrator can view a member’s data associated to the Practice
Taxpayer Identification Number(s) (TIN) for which they have access to.
a. Selectthe My Members tab and in Global Search, select a Practice TIN from the

Care Organization drop-down.

@ selectat least one Search Parameter to view member(s)

@

Dashboard

Care organization: - |4|A||° NP Select v
Search By: () Demo Profile [12345 (TAX ... Client: -

—
‘i Additional Search Parameters: Al Search [ Reset |
My Members Save & Set As Default o Saved Search: Select v || Setas Default E
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Wy
(@ =

(] LastName & First Name Altruista ID DOB Risk Risk Score Client Name Next Contact Assigned Date Program Name

Admission/
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g
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b. Click on the Search Icon to view members that are associated to the selected

TIN.

Alerts Admin Manage

Member A d
/h\{ lember Accesse v Q m

/\ Care organization: v |2 @ NPI: Select v
@ Search By: Select v Client: -
Dashboard
Additional Search Parameters: - m@
— |
* Save & Set As Default o Saved Search: Select v | Setas Default ﬁ
My Members

7
ooy | Frer. [Selec Tom SN sov B s CYTAPEE®

Measures
T ] LastName & First Name Altruista ID DOB Risk Risk Score Client Name Next Contact Assigned Date Program Name
I.=| app test21 ALT8T12 951-02-13 Moderate 0848 Altruista_TestClient NiA 1202312016 A
- Al 51-02-13 I Al 1A 123 1A
Admission/ LBty -
T _k gight test ALTB123 2016-10-02 Medium High 1.695 Altruista_TestClient N/A 101132016 N
CLL [ - 5 eighteen test ALTE132 2015-11-28 High 2743 Altruista_TestClient N/A 10/13/2016 TOC Program
I:—
Krlq;v\edge Y e four test ALTB113 1996-10-11 Medium High 1731 Altruista_TestClient N/A NIA NiA
ibrary
_k member 7 test7 ALTE19 999-03-04 N/A WA Altruista_TestClient N/A 0/15/2016 WA
_k nineteen test ALTB134 2015-11-24 High 2,012 Altruista_TestClient N/A 02/06/2017 NiA
_k one test ALTB108 998-01-01 Medium High 1.687 Altruista_TestClient NiA 02/06/2017 NiA

&

c. Click on Member’s Last Name hyperlink to view the member’s data in the

Member Summary section.

Member Summary 'S 0 Primary Phone : Not Available Care Manager : Altruista User ~ Service Interruption : Not Available RISK SCORE RISK LEVEL RISK WEIGHT

test eleven-ALTB111 PCP:No  Community Care Org : Not Avaitable NOT SET NOT SET NOT SET

3 Caregivers Care Team Programs
w0
Member Info Member Name (F-M-L); test eleven Member ID; Not Available
Gender: Male 3 ALT811
@ Date of Birth: February 01, 2000 Marital Status: Not Available
Fealtn Residence Status: Facity Ethnicity; Not Available
1) Income Status: Not Avallable Primary Language; Not Available
e Primary Medical Provider: Not Avallable Preferred Written Language(s): Not Avallable
Cere Plan Primary Medical Condition; Not Avallable Primary Behavioral Condition:  Not Avallable
'* Primary Phone; Not Available Cell Phone; Not Available
" Alternate Phone: Not Avallable Fax: Not Available
Activity Record
Ey Primary Email; Not Avallable Alternate Email; Not Available
« Address: mum City: mum
i State / ince: Al Country: Mot Available
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Note: In the Member Summary section, the Practice Administrator (as well as any other
user role) can view and also edit member’s demographic and medical information by
clicking the Edit button. This is helpful because each member has only one patient record
in the tool. Therefore, if one provider knows that member’s updated phone number and
inputs it in their member summary section, another provider can see that new phone
number when they log into the tool. When editing member information, all required

fields need to be filled out in order to save changes successfully.

1.3 Manage Care Staff

1. The Practice Admin can update/inactivate care staff user(s) assigned to their practice

where the Practice Admin has access.

Admin

a. Click on the Admin icon and select Manage Care Staff from the drop-

down menu.

8] L e — Welcome Jamie
‘\)Allruista Health Select N (OIR MWL < Coorination () Foaciee famin T [T
Plan Notes Alerts Admin Manage

A\ € _— |tes21appt ATan2 -
ERE BAAMA D

Manage Cars

Member Summary

Primary Phone : Not Available W Care Manager : Not Assigned Jl Service Interruption : Not Av.... RISK SCORE _ RISK LEVEL  RISK WEIGHT

Community Care Org : Not Available 0.848 MODERATE 0.848

test21 app1

PCP - Premium Provider : No

ﬂ Caregivers Care Team Programs
m & Edit
Member Info Member Name (F-M-L): test21 app1 Member ID: Not Available
\fﬁ Gender: Male Altruista ID: ALTB112
i’ Date of Birth: February 13, 1951 Marital Status: Divorced
=5 Residence Status: Not Available Ethnicity: African
_j Income Status: Not Available Primary Language: (AFAN)OROMO
. Primary Medical Provider: Not Available Preferred Written Language(s): Mot Available
Gare Plan Primary Medical Condition: Diabetes Primary Behavioral Condition: ~ Behavioral Health
"’ Primary Phone: Not Available Cell Phone: Not Available
'- Alternate Phone: Not Available Fax: Not Available
Activity Record
Preferred Phone: Not Available Primary Email: Not Available
z Alternate Email: Not Available Address: Restont
f City: 1 State / Province: AK
Country: Not Available Zip/ Postal Code: Not Available
County: Not Available Region / Borough / Island: Not Available A
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Note: The Practice Administrator will not be able to search or view any member data that

is not associated to the TIN(s) where the Practice Administrator has access.

a. Inthe Manage Care Staff panel, select Inactive from the Status drop-down list
to view the Care Staff members in Inactive status. Note: By default, system

displays only Active records.

MANAGE CARE STAFF

Stafus InActve ' Role| gat v Category Selct v Keywords ﬁw\lcte:Caes:a"‘wH' acfive ro can nof be actvated

Department gt dr Work Queue Department gl v
[ Ed 04 Unlock & ResetPassword 3 Pt

‘« ‘msmmne ‘Usermlne ‘I!oIeName ‘Dﬁ)illnmt ‘Work()ueue ‘Cﬂeﬂrganilaﬁm ‘Speciaﬂy Credenl ‘MS ‘Cmﬁg\ﬂm ‘
i s Pl Eeiodbeh A ;gfw[C”ENT"‘D“E'S‘LOB’ R T
1ot

b. Select a care staff member by selecting the check mark box next to the Care Staff
Name, clicking on the Activate icon to change the status from Inactive to Active

for the care staff member, and clicking OK when prompted for confirmation.

'f;\'AItruistaHea\lh Sele ' Qv |« 4 p}? sy k' i
Help
/ﬁ‘l Member Accessed Alerts Adnin Manag
MANAGE CARE STAFF
Status Select v Role Select A Category Select v Keywords E
7 Edt ® Inactivate & UnLock 27 Reset Password
| {c-m:mu-e UserName Role Name. Specialty Cretential |Sils ‘c«ﬁm
Jilene Rupp ilene: Provider User N NiA Gd © View
Jennie Giuliany ouliany N& NA [¢] o O View
Jamie Bizup Care Coordinator NA N Gd O View
General User Aluisia Roie NA NA o © View
NA& NiA © View
A N Gl @ve
laurageszut s N Gd oV
gsngh NA N G O View
Changu Fuvas ChanduProvicer A N o © View
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| X
: .quidi ! : B Welcome test
@AHrunstaHeallh Select ahs.guidingcare.com says: »9 e a ?

y  Are you sure you want to activate selected item? '

BRE Alerts Admin Config Know Manage UM

A Member Accessed v A _
f - BOBBE0E

1 |

MANAGE CARE STAFF
Status InActive v Role\ Select v Category Select T Keywords ﬁ Note: Carestaf with inactive role can not be activated
Department) select v Work Queue Department gelecs v

S Edit @ Actvate £ UnLock &7 Reset Password () Print

BCES T (GLIENT),Duals(LOB), Medicaid(LOB) : )
More, NiA NA 0 OV

¥ testtest test Provider_User Behavioral Health NIA

1ot

c. After clicking on the Activate icon, the status of the care staff member is updated

from Inactive to Active.

| MANAGE CARE STAFF I

Status Select v Role| gelet v Category Select V| Keywards E MNote:Carestaff with inactive role can not be activated
Department geleet v| Work Queue Department| cejeet -

& add 2 Edt @ Acivate © Inactivate = UnLock 2% Reset Passward & Print

practice - - BCBS TN (CLIENT), Duals(LOB), Medicaid(LOB) .
sdmin Care Coordination Organization NIA Mote, NIA NIA B f O Vew

Befaviral Heall Care Coordnaiin Organizaton Case MenagementCare  \  AG Tn (CLIENT). Aluista_TeslClent (CLIENT). BOBS m 0 © Ve

[ test123  festtest

fegla Regina  Alfruista Role

John Management Clinical Admin Coordinator Community Health Warker TN (CLIENT) More..

@ testtest  fest Provider_User Behavioral Health NIA a(;rBeSTN (CLIENT. Duz’(LCE), WedcalalLOB) NIA NIA E? ﬂ| OView)
. - - G T [CLIENT), ATTURTa. TESICIEn [CUENT) BUos —
| testtest  fest@123 aftru's aft Community Health Worker NIA TN (CLIENT) Mo NIA NIA ﬂ' ﬂ| © View
0 S oy ot User BevaiaHes Cae Coatition Organcaln ooV CLENT) DussO) NediadlOB) g ) @ View

Aliruista . ) ) ! AG Tn (CLIENT), AK (STATE), Alluista_TestClient )
B aftrista  Provider_User Behavioral Health Care Coordination Organization NiA (CLIENT)More. NiA NiA B f © Viw

1oi1

Note: The Practice Admin can also change the status of a care staff member from Active to

Inactive by following the same steps shown above in the screenshots and clicking on the

. © Inactivate|
Inactive icon

. If the care staff member being inactivated has members or
activities assigned to him/her in the tool, a Care Staff References window will populate

allowing the practice administrator to refer the members or activities to other, active care

staff members.
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1.4 Reset Your Password

1. In the Manage Care Staff panel, the Practice Administrator can reset care staff
members’ passwords.
a. Select a care staff member’s name and click the Reset Password icon. When

prompted to reset the password, select OK.

§] i : * Welcome test
OAItruista Health Selec ahs guidingcarecom s2ys mo ractce Admin &}' ?

Are you sure you want to password reset for selected item?

BRE Alerts Admin Config Know Manage UM

A Iember Accessed v A
f | = 2000805

MANAGE CARE STAFF
Status Salect v Role | gelert M| Category Select T Keywords E Note: Carestaff with inactiva role can nat be activated
Department| Geject M Work Queue Department ¢/a-; M|

7 Edt @ Activate @ Inactivate i UnLock : Print
eS| S Rolehane  Daparment ;- Care Organizaion Specilty | Credentia

BCBS TN (CLIENT), Duals(LOB), Medicaid LOE)
More..

¢ test12)  testtest gm;e Care Coordination Organization NiA NiA WA o0 O View

Regina . Behavioral Health,Care Coordination Organization Case Management/Care AG Tn (CLIENT), Altruista_TesiClient (CLIENT), BCBS a) 9
Jomn AR Management Clinical Admin Coordinator Community Health Worker M TN (CLIENT) More.. M W B fl O Ve
sttt Provider User Befeviol Healh No  SCBSTN(CLEND, DiskLOB) VedadlL08) gy ' ) @ View
) ; AG Tn (CLIENT), Altrista_TestClient (CLIENT), BCBS PP
tettest  test@123d aftru'satt Community Health Worker NIA TN (CLIENT) Mate. NIA NIA L0 O View

Note: If a care staff member has locked themselves out of their account, the practice admin

will first need to click the check box beside their name and choose the Unlock button

= Unboek phen they will be able to activate the account by following the steps above.

1.5 Assign a Member’s Care Team

1. The Practice Administrator (and Care Team Manager) user role can assign and re-

assign Care Coordinators and Care Team Managers to a Member’s Care Team.

Page 8|13



Care Coordination Tool Training| Practice Administrator Role

from the drop-down menu.

Manage

@Altruista Health

a. From any screen, click on the Mange Icon o and select Assign Care Member

/ﬁ‘{ Member Accessed v

@

Dashboard

FIl L T Quality Measure Performance

Alerts Admin Manage
Assign Care Member
Assigned Activity Summary

Manage Care Member

My Members

Quality
Measures

Admission/
Discharges

E

Knowledge
Library.

0
New / Updated Care
Plan(s)
CARE PLAN

0

[-] Member(s) with Not

: Addressed Status
0

CARE Member(s) with In-

Progress Status

TRANSTIONS ADT

ACTIVITIES

CARE
TRANSTIONS IP

0
Pending Activity
Request(s)

Unread Message(s)

0

Member(s) with Not

Addressed Status

0
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Progress Status

MY
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0
New Member (Last 30
Days)

QUALITY
MEASURES

0

Not Addressed

0

In Progress

b. Inthe Assign Care Member panel, select the Care Staff radio button and click

on search.

ASSIGN CARE MEMBER
+ SEARCH CRITERIA

‘- Care Team
v

Health Plan | Select Role  Select v
Index Name | Selact v Care Staff | ctor Gare Staff Name
Index 1D ARID
First Name Last Name

City Zip/Postal Code
State/Province Country
Birth Date Gender  Select v
Age  Select v Select LRI (1 Marital Status = Select v
Ethnicity | Select v Residence Status ~ Select v
Auth # u Alternate Auth #
Complaint # Language  Select v
Assigned Status | Select v Document ID
Persistent Super Utilizer | Select T Auth Document ID

C=)
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2. In the example shown below, the member selected currently is not assigned a Care
Manager.
a. To assign a Care Manager, select the member by clicking on the checkbox next
to the Altruista ID, and enter the name of the care staff member at the bottom

left corner of the screen.

ASSIGN CARE MEMBER
A mo Show Search [=] Activity EI Export Excel
Altruista Id Last Name First Name & Gender Age City State ZipCode Phone gggiﬁ:‘m PSU Score Care Manager
@ ALT8235 LN1 FN1 Female 43YEARS NIA AK NIA NIA NiA NIA @
ALT8236 LN2 FN2 Male 26YEARS NiA AK NiA NIA NiA NI/A Altruista User
ALT2140 Ph_001 Ph_01 Male 1IMONTHS Springfield AK NiA NIA NiA N/A Wesley McRae
ALT2141 phoo2 ph2 Male TIMONTHS NiA AK NiA NIA Ni& NIA Chandu Puvvadi
ALT2142 phoo2 Ph2 Male 2BYEARS SPI AK NiA NIA NiA NIA Altruista User
ALTS119 thirteen test Female TYEARS mum AL NiA NIA NiA NiA Altruista User
ALT2139 twenty one test Female 1YEARS mum AL NiA NIA NiA N/A Altruista User
ALTS111 eleven test Male 17YEARS mum AL NiA NIA NiA NiA Altruista User
ALT2124 fifteen test Male 6YEARS NiA AL NiA NIA NiA NIA Altruista User
ALT8134 nineteen test Male 1YEARS NiA AL NiA NIA NiA NiA Altruista User
ALT8116 twelve test Male 18YEARS mum AK NiA NIA NiA NiA Altruista User
ALT2218 member 7 test Male 16YEARS NiA AL 20190 NIA NiA NIA Altruista User
ALTS128 seventeen test Male TYEARS mum AR NiA NIA NiA NIA Altruista User -
W o402 » » 1-500f88items O
Work Queue
Care Staff ( uista User : Provider_User
Re-assign current primary care manager activities to new primary care manager

b. After clicking on the Assign button, the Practice Administrator successfully

assigned Care Manager Altruista User to the member:

ASSIGN CARE MEMBER
v mo Show Search [=] Activity 5] Export Excel
Altruistald ~LastName | FirstNames  Gender Age city state ZipCote Phone P PSUScore  Care Manager
LN1 FN1 Female 43YEARS NiA AK NiA NiA NiA NIA

ALTE236 LN2 FN2 Male 26YEARS NiA& AK NiA& Ni& NiA NIA Altruista User
ALTS140 Ph_001 Ph_01 Male 1IMONTHS Springfield AK NiA NiA NiA NIA Wesley McRae
ALTE141 ph002 ph2 Male 1IMONTHS NiA AK NiA NiA NiA N/A Chandu Puvvadi
ALTS142 ph002 Ph2 Male 28YEARS SPI AK NiA NiA NiA NIA Altruista User
ALT8119 thirteen test Female TYEARS mum AL NiA NIA NiA N/A Altruista User
ALT8139 twenty one test Female 1YEARS mum AL NiA NIA NiA N/A Altruista User
ALTET eleven test Male 17YEARS mum AL NiA NIA NiA N/A Altruista User
ALTS124 fifteen test Male GYEARS NiA AL NiA NiA NiA NIA Altruista User
ALT8134 nineteen test Male 1YEARS NiA AL NiA NIA NiA N/A Altruista User
ALTS116 twelve test Male 18YEARS mum AK NiA NIA NiA N/A Altruista User
ALTE218 member 7 test Male 16YEARS NiA AL 20190 NIA NiA N/A Altruista User
ALT3128 seventeen test Male TYEARS mum AR NiA NiA NiA N/A Altruista User -

“H < 0z » 1-500f 88items &

Work Queue

Care Staff: Type and Select Care Staff Name m
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c. Tounassign Care Manager Altruista User, select the same member, and click on
the “Unassign” button on the bottom right corner of the screen. When

prompted to confirm the change, select “Yes”.

CONFIRMATION

Do you want to inactivate current Primary Care Team Member?
Yes

sovowenme

Select v © Show Search [=] Activity @ Export Excel
& Unassigned successfully. y
~ 5 . . . Medical
|| Altruista Id Last Name First Name & Gender Age City State ZipCode Phone Condition PSU Score Care Manager
o @ LN N1 Femele QYERS  NA I NiA NiA m NiA (1) .
[ ALTE236 LN2 FN2 Male 26YEARS N/A AK NiA NiA NiA NiA Altruista User
[ ALTB140 Ph_001 Fh_01 Male 1IMONTHS Springfield AK NiA NiA NiA NiA Wesley McRae
[ ALTB141 pho2 ph2 Male 1IMONTHS N/A AK NiA NiA NiA NiA Chandu Puvvadi

3. The Practice Administrator can group members together and assign to a Care
Coordinator or Care Team.
a. Inthe Assign Care Member panel, select the Care Team radio button, and
click on Search to filter members. Note: Other search criteria such as City and

Zip Code are available to filter members.
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Action Plan Notes Alerts Admin Know Manage

Al £ — estegnmeenaTsiz v
A = -

Member Summary Primary Phone - Not Available Jf Care Manager - Chandu Puv_.. Jf Service Intermuption - Not Av. RISK SCORE  RISKLEVEL RISK WEIGHT

test eighteen PCP - Premium Provider : No Jll Cemmunity Care Org - Not Available NOT SET NOT SET NOT SET

ASSIGN CARE MEMBER

» SEARCH CRITERIA

Care Staff ¢
Client ' Select v Role  Select v
Index Name  Select M Care staff
Gender | Select M
Age  Select v Select v o¥rs Marital Status ~ Select v
Ethnicity | Select A Residence Status  Select v
Language = Select v
Assigned Status  Select v
Persistent Super Utilizer | Select v

b. Select a Member or Members (you can multi-select and group members
together) to assign a Care Coordinator to the members’ Care Team.

c. Inthe example below, the Practice Administrator has selected Care Coordinator
Jillene Rupp (by selecting her name from the Default window and using the >

button to move it into the Selection window) from 12/29/2016 to 08/16/2017.

Altruista Id Last Name First Name & Gender Age City State ZipCode Phone glgg‘ﬁ’ilo" PSU Score Care Manager
LN1 FN1 Female 43YEARS NIA AK NIA Ni& NiA NiA NIA
LN2 FN2 Male 26YEARS N/A AK NIA NiA NA NiA NIA
ALTES140 Ph_001 Ph_01 Male TIMONTHS Springfield AK NIA NiA NIA MNiA Wesley McRae
ALTB142 phoo2 Ph2 Male 28YEARS SPI AK N/A NiA NIA NiA Altruista User
ALTB108 one test Male TIMONTHS delhi NY 12345 NiA Acute Otitis Media |NiA test test
ALT8109 two test Male 1IMONTHS CA NY NIA 396-986-5689 NIiA NiA Altruista User
ALTB110 three test Male 12MONTHS NIA NY NIA NiA WA NiA Altruista User
ALT8111 eleven test Male 17YEARS mum AL NIA NiA NiA NiA Altruista User
ALT8113 four test Male 11IMONTHS N/A NY NIA NIA Diabetic refinop. NIA Altruista User
ALTB115 five test Male TIMONTHS N/A NY NIA NiA NA NiA Altruisia User
ALTB116 twelve test Male 18YEARS mum AK NIA NiA WA NiA Altruista User
ALTB117 six test Male 12MONTHS N/A NY N/A NiA N/A NiA Altruista User
ALTE119 thirteen test Female TYEARS mum AL NIA NiA NiA NiA Altruista User -
M o4 P2 » w 1-500f87items &
Default Selection
Altruista User : Provider_User Jillene Rupp : Provider_User
Reqina John : Altruista Role
siddharth bulusu : Provider_User
test 123 : practice Admin =
test test : altru's alt =
- »>
test test . Provider_User == @n Date 121292016 [%) EndDate 1212812017 Assign
L=
L=<
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d. Click on the Assign button. Now the Care Coordinator Jillene Rupp is assigned to

the Care Team for the selected members.

ASSIGN CARE MEMBER
v m © Show Search [=] Activity 19 Export Excel
Altruista Id Last Name First Name a Gender Age City State ZipCode Phone ?:ng‘cﬁ?i‘on PSU Score Care Manager
ALTE235 LN1 FN1 Female 43YEARS NiA AK NiA NiA NiA NIA NiA
ALTE236 LN2 FN2 IMale 26YEARS MNiA AK MNiA MNiA NIA NIA NiA
ALTE140 Fh_001 Ph_01 Male 1IMONTHS Springfield AK NiA NiA NiA NIA Wesley McRae
ALTE142 ph002 Ph2 Male 28YEARS Sl AK MiA MiA NIA NIA Altruista User
ALT8108 one test Male 1IMONTHS delhi NY 12345 NIA Acute Ofitis Media N/A test test
ALTE109 two test Male 1IMONTHS CA MY MiA 396-086-5680 NIA NIA Altruista User
ALT8110 three test Male 12MONTHS NIA NY NIA NIA NiA NIA Altruista User
ALTEIN eleven test Male 17YEARS mum AL NiA NiA NIA Ni& Alfruista User
ALT8113 four test Male 1IMONTHS NIA NY NIA NIA Diabetic retinop... N/A Altruista User
ALT8115 five fest Male 1IMONTHS NiA NY NiA NiA NiA NIA Altruista User
ALTE116 twelve test Male 18YEARS mum AK NiA NiA NIA NIA Alfruista User
ALT8117 5iX fest Male 12MONTHS NiA NY NiA NiA NiA NIA Altruista User
ALTE119 thirteen test Female TYEARS mum AL NiA NiA NIA NIA Alfruista User v
4 42 » 1-E0of 7items ¢

1.6 Exercise: Assign a member to yourself (only applicable
for Practice Administrator and Care Team Manager user

roles)

1. In the Assign Care Member panel, enter in your organization’s zip code as a search

criterion and click Search.

2. For a member with no care staff assigned (indicated with a N/A status under the Care

Manager column), select the check box on the left side of the member’s name.

3. Search your name in the Care Staff search on the bottom left side; select your name and

click “Assign”.

a. Observe that you have you been successfully assigned to the member with the

green confirmation message on the top of the panel.
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